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System Overview
ER Logon Information

How to Run a Report

« Parameters (What?)
* Recurrence (When?)
« Destination (Where?)
* Format (How?)

Viewing Reports
— Printing
— Exporting



 AFRS - Agency Financial Reporting System
— State-owned accounting system
— Official book of record for WA

 ER - Enterprise Reporting System
— Report scheduling and viewing application

— Accessible through state Intranet or Internet (for those outside
of firewall)



 ER Hours of Operation
— 24/7 for Viewing Reports

— Daily system update from 8 p.m. — Midnight - New
reports cannot be generated

 Patches — Between 12:00 a.m. and 7:30 a.m. on
the Last Monday of every month.

« Getting Support
— 8:00 a.m. to 5:00 p.m. Monday through Friday
— 360-407-9100 (Solutions Center)
— SolutionsCenter@des.wa.gov



Enterprise Reporting customers must have online access either
through the State Governmental Network (SGN) or through Secure
Access WA (SAW) for use from outside of the state firewall.

This guide only includes information for access within the SGN.

For access using SAW please consult the instructions at:

http://des.wa.qov/SiteCollectionDocuments/IT Solutions/Enterprise%
20Reporting/WEBI%20SAW%20Instructions.pdf



http://des.wa.gov/SiteCollectionDocuments/ITSolutions/Enterprise Reporting/WEBI SAW Instructions.pdf
http://des.wa.gov/SiteCollectionDocuments/ITSolutions/Enterprise Reporting/WEBI SAW Instructions.pdf

ER Financial Report Access

« Open your Internet Web Browser
 Enter web address: https://rp.des.wa.qov

& Home - Windows Internet Explorer ;
@O L4 |@ https://rp.des.wa.gov

File Edit View Favortes Tools Help

¢ Favorites | i) E Suggested Sites v @ | @Portal @ | Web Slice Gallery + 3K Maestro 3



https://reporting.ofm.wa.gov/

ER Logon Page

Logon

Enterprise Reporting Credentials are
the login and password that are used
to log into the Enterprise Reporting
Environments.

User Mame:

Password:

Change Password
Forgot Password

Click here to access Budaet Reports

Ok || Cancel



Log On to Enterprise Reporting

1. Enter your Enterprise Reporting User Name
2. Enter your Enterprise Reporting Password

3. Click Ok

Logon

Enterprise Reporting Credentials are
the login and password that are used
to log into the Enterprise Reporting
Environments.

User Mame:

Password:

ERUser1 79

Change Password

Forgot Password

Click here to access Budget Reports

Click Here




Change Password after Initial Log on

.

Enter the password you would like to use in the New Password box.

Confirm your new password by retyping it in the Verify Password box.
Click Ok.

Logon b4

Enterprise Reporting Credentials are
the login and password that are used
to log into the Enterprise Reporting
environments.

User Mame: ERUser1 79

Password: sesssanse

New Password: sesBEEES 0
Verify Password: —— q

Change Password

Forgot Password

Click here to access Budget Reports

Click Here




Forgot Password/User Name?

Click on the “Forgot Password” link.

Logon

Enterprise Reporting Credentials are
the login and password that are used
to log into the Enterprise Reporting
ENViroOnments.

User Name: ERUser1 79

Password:

Forgot Passworf

Click here to access Budget Reports

Ok | Cancel
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Forgot Password/User Name?

1. Enter your User Name to reset your password.

2. Enter your Email to have your User Name sent to the email address on file
in ER.

Washington State Department of

&7 Enterprise Services

Enterprise Reporting HELP @

0 2)

Forgot Password or Enable Account? Forgot User Name?

Enter your User Name and click Send Enter your Email address and click Send

SEND SEND

Business Objects 4.0 Enterprise Reporting logon page

Privacy Motice

11



Financial Reports

« Click on Financial Reports

Washington Elftu D&p-lrh'nmt_ni
Enterprise Services ?

Enterprise Reporting Services

[ . Wy Favorites

4 . Public Folds
, Click Here
.. DailyRe
[
. OMWBE P

.. TEMZ Repors
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Report Folder Descriptions

Top Level Sub Folders
Folder
Daily Reports

Description

Reports that are used to verify transactions and payments made in AFRS.

Financial Account Codes Allows customers to run a report to view their agencies chart of
Reports accounts.
Accounting Accounting related reports used to ensure agencies accounting data is in

balance. Includes sub folders for Budget/Actuals, Exceptions, Federal,
and Interagency and Interfund reports.

Administering Agency

Help an administering agency track the fund(s) that they are responsible
for oversight on.

Allotment Expenditure Flexible

Allotment Expenditure Monthly/BTD

Allotment Expenditure Status

Allows customers to review and analyze cash expenditures, accruals, and
encumbrances against the allotments for a selected period.

Cost allocation Operational

Allows customers of the Cost Allocation System to review their cost
allocation plans. Not all agencies see this folder.

Disclosure Reports

This folder is only available to OFM and the State Auditor’s Office.

Downloads/Extracts

This group of reports are designed to be run in Excel and provide a
flexible data download for research.

Encumbrances

Allows for the review and analysis of encumbrance information by
document.

Expenditure Activity

Allows for the review and analysis of expenditure data. Expenditure data
includes transactions from General Ledgers 6410, 6505, 6510, 6516,
6560.

e
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Report Folder Descriptions

Top Level Sub Folders Description

Folder

Financial Expenditure Flexible

Reports Financial Statements Allows customers to view the financial position, operating results, and
cont... other pertinent information leading up to the Comprehensive Annual

Financial Report (CAFR).

Financial Toolbox Downloads Allows customers to download Cost allocation information into an Excel
document for use with the Financial Toolbox system. Not all agencies see
this folder.

General Ledgers Allows customers to review and analyze general ledger account activity and
balances.

Profit and Loss Not all agencies see this folder.

Project to Date Review and analyze budgeted and actual expenditures, and estimated and

actual revenues for a selected period for the corresponding project-to-date
periods. These reports only show data based on the projects start and end
date on the project control table.

Revenue Allows for the review and analysis of revenue data. Revenue data includes
transactions from General Ledgers 3205, 3210, 3260, 3225, 6516, 6560.

OMWBE Reports used to track agency spending with diverse businesses.

TEMS Travel Expense Management System Operational Reports

14




Locate the “Expenditure Activity” folder

Go to Expenditure Activity
folder...... and find the Expenditure
Activity by Vendor report

R

= Lo My Favorites
4 o Public Folders
.. Daily Reports

4 | Financial Reports
. Account Codes
; Accounting
; Administering Agency
; Allotment Expenditure Flexible
1 Allotment Expenditure Monthly/BTD
o Allotment Expenditure Status
; Cost Allocation Qperational

Click Here

; Expenditure Flexible
. Financial Statements

. Financial Toolbox Downloads
; General Ledgers

. Profitand Loss

; Project-to-Date

. Revenue

\. OMWBE

. TEMS Reports

[
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Expenditure Activity by Vendor report

* Double click on Expenditure Activity by Vendor.

Washington Eli'itﬂ Dapartmﬂnl_ﬂf
Enterprise Services

Enterprise Reporting Services

= . MyFavorites
a | Public Folders

| Daily Reports i ivi jectsVendar
4 . Financial Reports P Expenditure Activity By Vendor

L0 Account Codes

L Accounting

L Administering Agency

L Allotment Expenditure Flexible

L Allatment Expenditure ManthlywBTD
L Allotment Expenditure Status

L CostAllocation Operational
)
)
)
)
)

3 Cost Allocation Expenditure Activity By Mendor

[

; DownloadsiExtracts
; Encumhbrances

; Expenditure Flexible
; Financial Staterments

,F I
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Expenditure reports are based on specific general ledger
account codes established by Statewide Accounting.

Example: Cash, Accru(all) GL6510, GL6505, and GL6560

« 6510 - Cash expenditure - charges for goods/services
received & paid.

« 6505 - Accrued expenditure - charges for goods/services
received & not paid.

« 6560 — Estimated Accrued Expenditures — estimated amounts
for goods/services received & not paid.



o Parameters (What?) — What AFRS financial
Information would you like to pull into your
standard report template?



Parameter Input — Pick Lists

Single Value Pick Lists
These pick lists will limit selections to a single value. Single

selection pick lists will have a drop down arrow to open the pick list.

End Fiscal Month L
Click to load list... @

Multiple Value Pick Lists

Multiple value pick lists allow the user to hold down the control key

on their keyboard and select multiple values. These pick lists have
a box which will display the pick list values.

Account

001.01P

m »

= . All Selections
001 - General Fund

|

O1P - Suspense Account
035 - State Payroll Revolving A

19



Parameter Input — Free-Form Entry

Free-Form Entry

« Parameters may have a free-form entry text box. If you know the
code you can enter the values directly into the text box without using
the pick lists. There are instances where the report has been
developed to only allow you select a value from the pick list.

Account L~ -~

Click to load list... x )

20



Biennium

* What biennium data do you want to review?

— Biennia 1999 through 2015 available.

Schedule: Expenditures

Personal Title

Recurrence

Biennium

2015

~| 2015

2013
20711
2008
2007
2005
2003
2007
19959

179

-Current

21
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Agency

Default is last three characters of your User Name

User can override

Certain financial reports allow multiple agencies to
be selected

Schedule: Expenditures

Destinations Recurrence

Personal Title

Biennium
12015 ~||2015

I3

r

Agency
| 179 - Department of Enterprise Services j |1?9

22



When did the records occur that you need to review?
“Current” is the fiscal month you are in
“Prior” is the previous fiscal month

Current and Prior Month Example

On Dates Prior Month Current Month

January 1- 31, 2013 FMO6 — Dec FY1 FMO7 — Jan FY1

Reports with a Begin and End Fiscal Month allow you select a single or multiple
fiscal months (see below)

Begin Fiscal Month

|-Current j |

End Fiscal Month
|Cli|::k to load list... j |

Reports with only an End Fiscal Month start in July Fiscal Month One through
your selection.

23



Account Code Parameters

* Account code parameters allow you to

filter the data in a report based on your

agency’s chart of accounts.

Account
Click to load list..

Expenditure Authority Index

Click to load list..

Program

Click to load list..

Click to load list..

24



Expenditure Content

What Expenditure Content do you want to see?

See SAAM Chapter 75 for

current GL codes
Expenditure Content

Cash, accriall [Cash, Accriall
Cash, Accriall)
Accractuall
faccrall
Iﬂccr[estimated] I».y
Cash
Cash, Accriactual)
I|Cash, Accrlactuall, Encum LI

Cash, Accrlall), COGCS
Cash, Accrlall], Encum

Cash, Accrlalll, Encum, COGCS Reset | Schedule
Cost of Goods 5old P
Encum

25



[Schedule] button

Click [Schedule] — this button will run the report

Schedule: Expenditures

Parameters Destinations Recurrence

Program Function Content

|Cli|::k to load list..

Include Wrap Transactions

=]

| Mo ]Jmo
Coding Detail

| ves | [res
Shade Rows

| Mo | o



Reports Status

Pending  Running
— The report is waiting in — Your report is at the
line at the server server gathering the data.
Success « Failed
— The report went to the server — The server rejected the report
and has returned with report — Right click and select details to view
results. the error message.

« Data requested
 An error message
 No Data Reported

History: Expenditure Activity By Vendor

T A o 7 Page 1 View 1 -4 of 4
Instance Time Title y Status ~ Y Created By Type Parameters
pajul 16, 2013 9:03 AM Expenditures SUCCEss | RUSER17Q Crystal Report ;2013;179; -C
p—a Jun 27,2013 5:38 AM class 6-27 SUCCESS RUSER179 Crystal Report ;2013;179; -C
pﬂ Jun 26, 2013 8:41 AM Expenditures Success RUSER179 Crystal Report ;2013;1790; -C
ba Jun 25, 2013 5:46 AM Expenditure Activity By Vendorl Success RUSER179 Crystal Report ;2013;179; -C

27



Reports Status Updates

The History page will auto refresh updating the report status
automatically.

History: Expenditure Activity By Vendor ®
T e & ? 2« = Page1 |ofl == » View 1 -4 of 4
Instance Time Title Status « Created By Type Parameters
¢~°_Iu| 16,2013 2:03 AM Expenditures Success ERUSER179 Crystal Report ;2013;179; -C
¢~° Jun 27,2013 8:38 AM class 6-27 Success ERUSER179 Crystal Report ;2013179; -C
4:—0 Jun 26, 2013 8:41 AM Expenditures Success ERUSER179 Crystal Report ;2013:179; -C
4}°]un 25,2013 5:46 AM Expenditure Activity By Vendor Success ERUSER179 Crystal Report ;2013;179; -C
3.« Refreshing report instances... C Auto Refresh .4
P S ———

28



History Screen — Report History

« Success & Failed Status
— Stays Iin history for 40 days
— DSHS, HCA, DEL, OIC — 50 instances per report object

* Information on History Page
— Instance Time
— Instance Title
— Status
— Created By
— Type
— Parameters



Viewing Reports

View Reports by double clicking on an instance with a status of

Success.

History: Expenditure Activity By Vendor

m 2 & 7 4 =4 Page 1
Instance Time Title

fl;pjul 16, 2013 9:03 AM Expenditures

/];»u Jun 27,2013 8:38 AM class 6-27 IE

/p-u Jun 26, 2013 541 AM Expenditures

/pujun 25,2013 8:46 AM Expenditure Activity By Vendor

of 1
Status =
Success
Success
Success

Success

Created By

ERUSER179
ERUSER179
ERUSER179
ERUSER179

x
View 1 -4 of 4
Type Parameters
Crystal Report ;2013;179; -C
Crystal Report ;2013179; -C
Crystal Report ;2013;179; -C
Crystal Report ;2013;179; -C

30



Group Tree

* Provides ability to jump to a certain group in a report.

S| B LR 4of 5+ =100 |-

&1 ADHESIVES INC 3WW0032245-00

AMERICAMN WHOLESALE AUTO GLASS SWAO105323-00

PP ASSOCIATES SWYODO3940-00

APPLIED INDUSTRIAL TECHNOLOGIES SWWYO0E3217-00

ARAMARE UNIFORM SERNICES-KEMT ShWhY0000297-01

A350CTATED PETROLEUM PRODUCTS SWAY0000157-00

BANC OF AMERICA MERCHAMT SYCS SWAYOOS5024-00

BELL & HOWELL Sht0103502-00

BEST CUTTIMG DIE COMPANY S0119551-01

BLADE CHEVROLET INC SWWh0004513-00

BPMP INVESTMENTS II LLC S'WA00S0295-00

BRIDGESTOME AMERICAS INC SWWO115721-00

BRUMEEL TIRE FACTORY - CLARKSTOMN SWwi0004665-00

BUCKS TIRE & AUTOMOTIVE INC SWWO032616-00

CASCADE MACHIMERY & ELECTRIC IMC SWAO025573-00
CMOATS M IR 365

Vendor Mame: CASCADE WMACHINERY & ELECTRIC INC

FM Proc Date Doc Date Cur Doc No Ref Doc Mo TIBTB# TC Acct
1324 PDIS 0& 20 (2013 08 20 (244D0=20-01 |A |4D ||:IEEI |21|:I |42EI
Vendor Mame: CA504DE LMACHINERY & ELECTERIC INC Ve
Vendor Mame: COMDATSL NETWORE IHNC Vi
FM Proc Date Doc Daie  CurDoc No ERefDoc Mo TIBT B# TC Aect
1324 2013 08 25 |2013 06 20 |244EK103-01 A [ME (103 (210 (422

1324 2013 0/ 25 |2013 06 20 |244K103-01 4 [ME (103 (218 (422

1324 2013 0A 25 |2013 08 20 |244FK103-01 4 ME (105 (210 (422

Vendor Mame: COMDATS NETWORE INC

¥ : Tl INC
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Navigating Your Report

You can use the scroll bar or scrolling mouse to navigate pages.

@ https://rp.des.wa.gov/Tid=33561028¢title= class 6-27 & parameters= - class 6-27 - Windows Internet Explorer

[=)[@][=]

Or use the viewing tool bar

Q0O - Dy [ 1of 1+ |+ [ 100% |~ SAP CRYSTAL REPORTS
@a Group Tree <«
[Eldass 5-27, | = |

Ea - OFM 1790 - Department of Enterprise Services
4] ADHESIVES INC SWV0032; . . .
AMERICAN WHOLESALE ALTC Expenditure Activity By Vendor
APP ASSOCIATES SWV00039+ k
APPLIED INDUSTRIAL TECHNC Report Number:  EAQS ] .
ARAMARE UMIFORM SERVICE Biennium: 2.013 Fiscal Months: Ju_ﬂ FY:, T]ll'ﬂ‘l.lg]l: ]1]11 FYE
ASSOCIATED PETROLEUM PRy Vendor Name: T . )
BANC OF AMERICA MERCHAN Vendor Number:
BELL & HOWELL SWV0103502 FM Proc Date Doc Date Cur Doc No Ref Doc No TIBT B# TC Acct EAl F1 50 550 01 Pﬂ]]
BEST CUTTING DIE COMPANY 1524[2013 06 05 |2013 06 05 17911651 A |81 (325 |265 |42z | 422 |E3100 |ES  |1103 5300
BLADE CHEVROLET INC SWVO 1324[2013 06 17 |2013 06 17 (17911721 A |15 |699 |265 (422 | 422 |E4130 |EE 1101 5400
EET;GI:;EDSEE'AM‘ ER_ISHCI:._EI?:'C‘ 1324[2013 06 24 [2013 06 24 [17911483 Al12 |720 265 |413 | ssB  |E1110 |EG [1110 5210
BRUNEEL TIRE FACTORY - CL, Vendor Name: . .
BUCKS TIRE & AUTOMOTIVE I Vendor Number: -
CASCADE MACHINERY & ELEC

Scroll Through pages
Go to Page

Go to First/Last Page
Set Zoom

B)class 5-27

Al ADHESIVES INC SWWV0032:

AMERICAM WHOLESALE ALITC
APP ASS0CIATES SWV000394
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Input Parameter Page

@ ST K
OFM

Report Number: EAQS

H|3

|!3|MainReport VISH |ﬂ|100% V‘ mm

Expenditure Activity By Vendor

€

Biennium: 2013 Fiscal Months: Tl FY1 Through: JyiFY1 Transactﬂ
Input Parameters Entered As Interpreted As

User ID: sched103 l
Agency: 105 1050 !
Account: * At é
Expenditure Authority Index: * All 3
Program: 030 030

Subprogram: * All I
Program Index: * All .
Object: * All :
Subobject: * All

Sub-subobject: * All

Organization Index: * All

Project: * All

Vendor Name: * All

Vendor Number: * All

Vendor Sort Option: Vendor Name Vendor Name

Expenditure Content: Cash, Accr(all), Encum Cash, Accr(all), Encum
Program Function Content: * All

Include Wrap Transactions: No No i
Coding Detail: Yes Yes [

Shade Rows:

No

No
ﬁ‘—\w \" \WQ\,‘ "y N '\J '\M J'-—\/
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Print button

* Print Report
— The Report Portal uses PDF to print reports.

— The print dialogue box will vary depending on the PDF reader
you are using.

* | 100% |-

13242013 06 18 |2013 06 12 |244E063
13242013 06 18 |2013 06 12 |244E063

IEE AJ ADHESIVES INC 5WWV0032: Vendor Name: BUCKS TIRE & AlT]
AMERICAN WHOLESALE ALITC
APP ASS0CIATES 5WWV00039¢4

APPLIED INDUSTRIAL TECHNC Vendor Name: CASCADE MACHD
ARAMARK UNIFORM SERVICE
ASSOCIATED PETROLEUM PRI FM FProcDate DocDate Cur Doc

34



Below Is an example of some of the file
formats you can select when exporting
reports:

— Crystal Report (.rpt)

— Adobe Acrobat (.pdf)

— Microsoft Word (.doc)

— Microsoft Excel 97-2000 (.xIs)

— Microsoft Excel 97-2000 Data-Only(.xIs)

— Microsoft Excel Workbook Data Only (.xIsx)

— Rich Text Format (.rtf)




Exporting Reports

After opening the report click on the Export
icon In the upper left corner of the viewer

e $| 1of2
— =+

|+ [100% |+ ;

ransfers
[# 1790 - Department of Enterprise Se

OFM

CAFS
201

Report Number:
Biennium:

GL

Account 001 - General F
6310

Account 289 - Thurston

36



Select the appropriate format type and page
range. Then click on Export.

Expork

File Format:

Crystal Reports (RFT) -

Page Ra| ¥ | Lrystal Reports (RETE
& PDF
Microsoft Excel (97-2003)
Microsaft Excel (97-2003) Daka-only
Microsoft Excel Workboolk Data-only
Microsoft Ward (97-2003)
Microsaft Ward (97-2003) - Editable

xpaorkt
Rich Text Formak (RTF)

Separated Values (23]
ML



Close Report

"_E https:ffrp desana gowTid=3356102 &title=class G-2T&pararmeters= - class 6-27 - Windowes Internet Explarer

QO-| S| & || Cid[tofz+ |+ |100% |- SAP CRYSTAL REPO
EE] Group Tree “
[ 7 ; —

o - OFM 1790 - Department
A1 ADHESIVES INC SWYOOSz2: )
AMERTCARN WHOLESALE ALTC Expenditure A
APP ASSOCIATES SWyYO0059<
APPLIED INDUSTRIAL TECHM Report Number:  EA0S _
ARAMARK, UNIFORM SERVICE Biennium: 2013 Fiscal Months: JunF¥2
ASSOCTATED PETROLEUM PRI Vendor Name: |
BANC OF AMERICA MERCHAR Vendor Nu
BELL & HOWELL S'WY0103502 FM Proc Date Doc Date Cur Doc Mo ERef Doc No TIBTB# TC Acct EAl F
BEST CUTTING DIE COMPARY 1524 2015 06 05 2015 08 05 [17911651 LBl [525 265 [422 | 422 |E
BLADE CHEVROLET IMC SO 1324 2015 08 17 |2013 06 17 |17911721 415 |gwe |285 |42z | 422 |E
gE{T[?GIE;TESPEEimTESRIIIcILI.?IﬁE 1324 2013 06 24 [2013 08 24 |17911485 12 |7e0 |285 |419 | @B |E
BRUNEEL TIRE FACTORY - oL, Vendor Name: Vendor Nu
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* Right click on the report instance and
select reschedule from the menu.

History: Expenditure Activity By Yendor

T R P ? Page i of 1 Yigw 1 -4 of 4
Instance Time Title Status Created By Type Parameters

;gjul 16, 2013 903 A E<penditures Succas g ERUSER173 Crystal Report (2013;179; -C
Cretail

5 un 27, 2013 8:38 AM class 5-27 | =LAl s ERUSERIZG  Crystal Report 2013;175; -C

e

& un 36, 3013 841 AM Expenditures bl s MERUSER170  Crystal Repaort :2013:170; -

& . X | Reschedule |

Fojun 25, 2013 346 Al Expenditure Actidity Bl g RUSERT-7Q Crystal Report (2013;179; -C

* Remember to check recurrence &
destination options when rescheduling.



Some account codes have hierarchical levels.
— Program
* Program, Subprogram, Activity, Subactivity, Task, Program Index
— Object
* Object, Subobject, Subsubobject
— Project
» Project, Subproject, Project Phase
— Revenue
» Major Source, Source, Subsource
— Organization
 Division, Branch, Section, Unit, Cost Center, Organization Index



Hierarchical Examples

Sub Program
Activity

Sub Activity
Task

Branch
Section
Unit

Cost Center

Sub Project
Project Phase

Sub Sub Object

Major Source
Sub Source

Subsidiary Account

(ST S R

ST S

b2

010/02
010/02/01
010/02/01/03
010/02/01/03/04

01/02/
01/02/03
01/02/03/04
01/02/03/04/05

0112/02
0112/02/03

EA/0110

03/17
03/01/223344

5154/105000




Hierarchies can be entered at any level of the hierarchy.

— You do not need to enter every level
When a single value is entered the lower levels will be filtered by the
selected values.
When entering lower levels of Hierarchies you must enter all levels
of the hierarchy.

— Each level must be separated by a front slash (/)

Subsource
Click to load list... 04402000871

You can use all the wild card characters within the hierarchical
structures.



Account Code Hierarchies

 When multiple levels of hierarchy is selected only the lowest value
will be passed to the report.

— In the example below Major Source “02” was selected and Subsource
“04/02/000811”. Only the results for “04/02/000811” will be returned. The Major
Source setting will not be passed to the report.

Major Source

w_o Al Selections
~ - Mot Specified

02 - Licenses, Permits, and Fe

alloz

04 - State Charges & Miscellan j

Source

Click ta load list.. [
Subsource

Click ta load list... 04/02/00087 7

AUl e a o a_oa 43



Sub Sub Object: EA/0110

Activity: 010/01/02

Unit: 04/02/01/01

Project Phase: A123/01/99

Sub Source: 03/15/A12000, 03/15/A12001



« Account codes can be scheduled using special characters to get to
the right information.

T3]

— — Replaces one to many character
— “?” — Replaces a single character
— “[ T — Rejects values included in the brackets

“ N

— “” — Allows you to enter a range of values.

(13

— " — Allows you to create a of list values.

« Special characters can used with each other to refine search results.



Multiple Value Selection Examples

« Valid uses of wild card (*) and replacement (?) input

specifications:

Fund Examples:

* All Funds

76* Any Fund with 279 character = “6”

677 Any Fund with 15 character = “6”

6* Any Fund beginning with “6”

Program Index Examples:

TN All Program Indexes

173* Any Program Index with 15! character = “17 and
3% character = 37

*127 Any Program Index with 3™ character = “1” and
4™ character = *27

*2 Any Program Index with last character = "2"

46



Multiple Value Selection Examples

Examples of valid uses of non-hierarchical ranges (-) input
specifications:

Fund Examples:

001-101 Any Funds between “0017 and 1017

200-210 Any Funds between “2007 and “210”

272377 Any Funds between “2007 and “32727

Program Index Examples:

23500-23599 Any Program Indexes between “23500 and “23599™
23570-27199 Any Program Indexes between 233007 and “2Z2Z2997

a7



Multiple Value Selection Examples

Examples of valid uses of non-hierarchical list (,) input specifications:

Fund Examples:

001.01P025 Funds “0017, “01P”, and “025™

108,290,422 547 Funds “1087, “2907, “4227 and “347~

Program Index Examples:

23500,23599 Program Indexes “235007 and “23599™

E1234 A2345.C3456 Program Indexes "E12347, “A23457, and “C3456™

48



Multiple Value Selection Examples

Examples of valid uses of non-hierarchical blank code (~) input
specifications:

Fund Examples:
~ All blank code Programs

Program Index Examples:
~ All blank code Program Indexes

49



Multiple Value Selection Examples

Examples of several valid input specifications with the Reject criteria.

Project Phase 0020/02/77-0030/04/77, Anv Project / Sub Project / Project Phase
[0020/02/03] between 0020/02/00 and 0030/04/ZZ
except for 0020/02/03
Project 9997 [9997] All Projects that start with “999”
except for Project 9992
Program 010-080_[060,070] Programs 010 through 080
except Programs 060 and 070
010-080,[050-070] Programs 010 through 080
except Programs 050 through 070

010/02-010/05,[010/04] Program 010 with Sub Programs 02 through

05 except Sub Program (04

Program Index C*-F7777 [E*] All Program Indexes beginning with “C™
through all Program Indexes that begin with
“F” excluding all Program Indexes that begin
with “E”

Organization Index A420-B500_[~] Organization Indexes A420 through B300
except for any blank coded Organization
Indexes

50



Following is an example of a compound list of fund specification:
« 001,030,*4,700-750,~,9?7-937,[725]
The data returned would be report information containing:

Fund = “001”

AND

Fund = “030”

AND

Any fund ending with the character “4”
AND

Funds between “700” and “750” inclusive
AND

Fund =" ” (blank code)

AND

Funds between “900” and “93Z” inclusive
AND

Reject Fund 725



Account Code Hierarchies and
Multiple Value Selection

 How do you format the following account
code?

— All vendors with “Olympia” in the title

Vendor Name

]*

Vendor Number
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Account Code Hierarchies and
Multiple Value Selection

 How do you format the following account
code hierarchy?

— Program 100 and Subprograms 02 through 10

Program
Click to load list...

Subprogram
Click to load list...

Activity
Click to load list__.
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Account Code Hierarchies and
Multiple Value Selection

 How do you format the following account
code hierarchy?

— Major Source 04, Source 02, and Subsource
000811

Major Source
Click to load list... |

Source
Click to load list___ |

Subsource
Click to load list.__ [ |
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Account Code Hierarchies and
Multiple Value Selection

 How do you format the following account
code hierarchies?

— All Projects that have SubProject 02

Project
Click to load list. | |

Subproject
Click to load list__.

Project Phase
Click to load list. I
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Account Code Hierarchies and
Multiple Value Selection

 How do you format the following account
code hierarchy?

— Suboject EA with all Subsubobjects except
2029.

Object
Click to load list...

Subobject
Click to load list__.

Sub-subobject
Click to load list... | |
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* How to Run a Report

« Parameters (What?)

Recurrence (When?) — when to have the system run
your reports?

Destination (Where?)
Format (How?)



* Click on the Recurrence Tab

Schedule: Transfers »®

m Destinatiogs Recurrence
/ s

Instance Title

Transfers

Format
Crystal Reports (RFT) -

m

Personal Title

Biennium

58



Recurrence

* The default value is now.
» Select the appropriate schedule option for your report.
* Please do not use hourly.

Schedule: Expenditures ®

Parameters Destinations Recurrence

Recurrence:

[ oy -

once
1Hourly L
1D aily

Wirgak |y

rMonthly

Mth Day of Month

15t Monday of Month

Last Day of Manth

¥ Day of Mth week of the Month
Calendar

Reset | Schedule
S
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Recurrence

Calendar allows you to select custom business
calendars when scheduling your report (for
example — AFRS and CAFR closing).

Schedule: Expenditures x

Parameters Destinations m

Recurrence:

Moy hd
Moy

Qnce

Hourly

1Daily

Weekly

rMaonthly

Mth Day of Month

15t Monday of Month

Last Day of Maonth

¥ Day of Mth week of the Month

Reset @ Schedule
P
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* Recurring
— This report is going to generate based on a predetermined
schedule
 Paused
— Recurring reports can be paused so they do not run
— Paused reports stay on a user account indefinitely
— Select “Recurring” and select “Pause”



Recurrence — Pausing a Report

* To pause a report; click on the report and
right click the pause button.

Historg: Expenditure Activity By Vendor

o ? Page I of 1 Wiew 1-5of 5
Instance Time Title Status Created By Type Parameters

;?Jul 20, 20713 10:53 P E<penditures Recurring ERUSER179 Crystal Report ;2013;179; -C

;F Jul 16, 2013 3:05 Ah E<penditures Success  ERUSER179 Crystal Report j2013;179; -C

;.F Jun 27, 2013 5:33 AM class B-27 TuCccess ERLUSERT 7Y Crystal Report 2013179, -C

;:-ﬁ Jun 26, 2013 5:41 AM E<penditures SUCCESS ERLISERTZY Crystal Report ;2013;179; -C

‘,.;»Ei Jun 25, 2013 346 AM E<penditure Activity By Yendor  Success ERUZERTZG Crystal Report j2013;179; -C
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* How to Run a Report

« Parameters (What?)
« Schedule (When?)

» Destination (Where?) — where to send your
reports?

« Format (How?)



Default is your user profile

« Log in to the portal and view your report from the history
page.

« Even if another option is selected an instance will remain in
your history.

Email (SMTP)

Mindful of agency'’s file limitation.

Separate “To” with semi colon — (Portal currently only allows
single email address).

Specified File Name — give it something meaningful.
Recommended file format — Adobe Acrobat or MS Office.



Destination

Schedule: Expenditures

Parameters Destinations Recurrence

Destination:

Ernail

Email:

Frarm
To
oo

Subject
Message

|benj armin.guyer@des wa.goy

|benj arnin.guyer@des wa.goy

| ———————

Use full email address. I

|Expenditure Repart

W sdd Artachment

File Marme

= Use Automatically Cenerated Mame
* |se Specific Mame |Ev<penditure

File extension will be
automatically appended.

Reset

Schedule
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* How to Run a Report

« Parameters (What?)
« Schedule (When?)
« Destination (Where?)

 Format (HOW'?) — How data is displayed?



Format

Available to be set on the parameter page.
If emailing to others select PDF or Excel.

Schedule: Expenditures

Parameters Destinations Recurrence

Instance Title

|Expenditures

Format
Crystal Reports (RET)

Crystal Reports [RFT)
Microsoft Excel (97-2003)
IMicrosoft Excel Workbook Data-only -
| Micrasoft ward (97-2003)
FOF

Rich Text Format [RTF)
1Plain Text L
Separated Yalues [CSY)

Agency
Click to load list... RANEE
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Thank you

Questions?

360-407-9100 (Enterprise Services Solutions Center)

SolutionsCenter@des.wa.qovVv

68


mailto:SolutionsCenter@des.wa.gov

